U.S. General Services Administration




Market Analysis Training Module Overview

Description: This training module will take you step-by-
step through the Market Analysis document in
the Regional Business Application (RBA) IT-
Solutions Shop (ITSS) component,
specifically the IWAC region.

Navigation: If the tutorial opens up in your web browser, simply click your mouse or your space bar to advance to
the next slide. Use the “Backspace” key to go back. If the tutorial opens in the PowerPoint application, click on
“F5” to view the tutorial. Use the spacebar or click your mouse to advance to the next slide. To go back, click on
the “Backspace” key.



Market Analysis Glossary

Market Analysis

Client Acceptance
Required

Contractor Bid Table

Dollars Subform

The process of selecting a winning vendor once the RFQ has been closed.

Option on Market Analysis to require client approval of GSA recommended
Quote.

An excel sheet exportable from the Market Analysis document showing
information from Contractor bids at the task item level.

The Dollars Subform has fields for capturing costs, fees, totals, and other
money-related values.



Market Analysis Privileges

GSA Users ‘/ ‘/ ‘/

Clients Vv x* v

Contractors

*Cannot create Market Analysis if RFQ was an RFI from e-Buy.

**Clients can edit if Market Analysis status is ‘Pending Client Acceptance’ otherwise they have
read-only access.



Market Analysis / Order Package View / GSA user / View mode

GSA IT-Solutions Shop
Yrgm sl e Carl e IT-Solutions Guide Me « Site Help « Contact Us « Need Assistance + Log Out

Select a View:

l <<- View Orders —>> v ’ \ <<-- View Inactive Orders —->> v } | <<-- View Action ltems —>> v‘ l <<-- VView Support Information —>> v}
Go to a Specific View Item: |I ] Create New Order )

Click on the Market —
Orders - Entire Package Analysis link in the

Order Package view to ——
Next -> | open an existing
~ Order Package Market Analysis in view

¥ REQUISITION005-COI Jamie Client (Test Organization) Award Notice Issued>>ROB mode

00 Chronology
¥ 01 BOM/SOW REQUISITIONO0S - 00 Amendment 00 AWARD NOTICE ISSUED

¥ RFQ Modification 00 Amendment 00 Revision 00 GSA APPROVED
Quote Amd 00 Rev 00 for Jim Contractor (TEST COMPANY CORP INC) Cnt# 263-97-D-0313, BID=5883,500.00
Quote Amd 00 Rev 00 for William Vendor { ACME CORPORATION) Cnt# GS-02F-0154R, BID=$925,000.00
Quote Amd 00 Rev 00 for Patricia Partner (COMPANY ASSOCIATED) Cnt# GS-35F-0390K, BID=$900,000.00 v
*Market Analysis Amendment 00 - Quote Selected: Jim Contractor - TEST COMPANY CORP INC (263-97-D-0313), $927,675.00
>Notice of Award - Signed

This is a U.S. General Services Administration Federal government computer system that is "For Official Use Only".
Privacy Statement




Within the Pre-Award Workflow Context

_ Users can add
+ | fee-only task

;|

( ) Directed Buy " l )
e "| Create Directed ’ I Issue Notice of |tems to the
‘ ’ A Market Analysis
Create COI
: in ITSS ﬁm? Request for Quote a ’ SRR Directed Buy
winning
Create RF
N\, LQ 1 contractor on draft ( - ) N (
l 3 Request for Information Market Analysis Sl |A Market Analygis revigu§\\
Create Market " ~ “@kﬁ‘y/ Mark Order
| lysis in ITSS / \_Complete in ITSS
Edit BOMSOW A NG i A
2 /Publish
L IS . S /—\ﬁ
eBuy?,
A Create RFI '\
Yes
CSR selects
interested
contractors
on BOMSOW §
Reject Notice of Sign Notice of Award Order
Yes
0 ‘ = A - ‘
1v s, “ ': % o ‘v s
System Emails - :NOA? System Emails
i C 2 I System Emails CO \// | A ’E < J
J
- ! — ‘ . System emails Client,
I/ 4 Winning Contractor,
System Emails System Emails Sl ’
S _
Submit RFI Create Quote Create Quote
L J

A non-draft Market Analysis contains a Dollars Subform. A Dollars Subform is also displayed on the
Directed Buy. The Dollars Subform has fields for capturing costs, fees, totals, and money-related 6
values.



Create Market Analysis / Top 1/2 of RFQ form / GSA user / View mode

IT-Solutions Shop
Yaugs s as G IWAG IT-Solutions Guide Me = Site Help « Contact Us = Need Assistance » Log Out

Request for Quote
‘ Fagtre%a(t)?mte H Market Analysis L Edit ” Gop'l;%ﬁ);ggr ’
Submitted By:  CSR1IWAC on 10/12/2010
Order ID:  REQUISITION003, Mod 00, Amendment 00, Revision 00 Click on the Market

P e Analysis button on the

Client Rep:  Jamie Client (Test Organization) RFQ form to generate a
Status: Closed new Market Analysis in

draft mode



Draft Market Analysis / Top 1/2 of form / GSA user / Edit mode

IT-Solutions Shop

G St\ You are signed in as George Gsa :
° ° ‘ HsSolims H ITOMS ‘ Guide Me « Site Help  Contact Us « Need Assistance « Log Out

Market Analysis

Close Without
Saving

Submitted By:  George Gsa at 01/20/2010
Order ID:  TRAINING001 Mod: 00 Amendment: 00
ActNumber:
Status: Draft

Option Period: 6 Vs :
The Contractor Bid Table shows a summary of

all total quote amounts. Click on the Export

BG™AIl Fields marked with J are required. Bids at Task Item Level button to generate an
= ] Excel spreadsheet with contractor quote data.

Task Item Level

® No

CONTRACTOR BID TABLE (ranked list by price)

Contractor List Total Order Price Submitted Date | All Req Met Delivery Dates Met
1 | Jim Contractor - TEST COMPANY CORP INC (GS-32A-3234) | $155,000.00 01/14/2010 Y Y
2 | William Contractor - Acme Consulting INC (GS-34L-4040C) | $245,000.00 01/15/2010 Y Y
3 | Patricia |. Partner - IT-Industries LLC (GS-22A-1234) $753,500.00 01/14/2010 Y Y




j File Download

=)

Do you want to open or save this file?

Name: Bookl.xls
Type: Microsoft Office Excel 97-2003 Worksheet, 5.00KB

From: moewas.itss.gsa.gov

Open l [ Save

] I; Cancel Q

3 While files from the Internet can be useful, some files can potentially harm
kg.' your computer. If you do nottrust the source. do not open or save this file.

Export Bids at Task Item level / GSA user

Open the spreadsheet to
view all contractor quote
data at the task item level

.C’@\u"'“@; ,**“‘
= Home Insert Page Layout Formulas Data Review View T
ask Iltem
Aal I colors - D |B Ij @ =]} ‘g ='j' o3 Width: Automatic ~ | Gridlines |Headings =~ | ] I__LL{« 2. e e
e} { i |/ i = 5 k e ST 1A
=1 [A]Fonts - : | 311 Height: Automatic - | ) view | ¥ view |~ = S Quote
Th = Margins Orientati Sii Print Breaks Back d Print ) Bring to Send to Selecti Ali Group Rotate
EITIQS Effects i ar'glns rlen'a on Ife Ar:: i r acl groun Ti;:zs \-&] Scale: 100% : print pn‘nt F!rlggr 0 E;;d: (o} eP:nleon |vgn rouf ota Amou ntS are
I Themes J| _ ) ’ Page Setup G“ Scale to Fit F | Sheet Options F’. Arrange ] d|Sp|ayed as
Al v (> Bl #
- row
| A B , © D ol —
1 |# 1 2 ]
2  Contractor List Jim Contractor - TEST COMPANY CORP INC Victoria Vendor - ACME CONSULTING INC. Patrick |. Partner - Vendor Specialists LLC
3 Task Item 0001 Price "$20,000.00 "$15,000.00 ’$8.500.00
4 Task Item 0002 Price "$25,000.00 "$40,000.00 "$125,000.00
5 |Task ltem 0003 Price $25,000.00 "$40,000.00 "$130,000.00 3
6 |Task ltem 0004 Price '$25,000.00 "$45,000.00 "$140,000.00
7 Task Item 0005 Price '$25,000.00 "$45,000.00 "$150,000.00
8 |Task Item 0006 Price '$25,000.00 ’$50,000.00 "$175.000.00 |
9 Task ltem 0007 Price '$10,000.00 "$10,000.00 "$25,000.00
10 Total Order Price  '$155,000.00 "$245,000.00 "$753,500.00
11
12
13
= Contractors |
7!:‘;; > M are dISpIayed |_ Il
ready @S columns




Draft Market Analysis / Bottom 2/2 of form / GSA user / Edit mode

Select one of the following options
for the winning contractor list:

¥ GSA Analysis 1. Select a winning contractor
Include all information to justify GSA's contractor selection to the client. from the Submitted CIUO'[GS
Save the Market Analysis as

4‘... > a draft
| [Zhawtach T

3. Select “No Contractor
) Selected” to reject the Market
Select 9 | __select Winning Contractor-- v € Analysis, RFQ and all Quotes

Recommended
Contractor Quote:

Fair Opportunity J
Properly
Conducted:

| File Attachments: 2

OB 0N g Indicate whether fair

opportunity was properly
GSA Comments: » conducted. This is for
| reporting purposes.

» Edit History

‘ Submit ” Close Without

Saving
4

This is a U.S. General Services Acystration Federal government computer system that is "For Official Use Only".

Privacy Statement

By selecting a contractor and then clicking the Submit button, the

Market Analysis form will re-load to be in an In-Process status
10



In-Process Market Analysis / Top 1/2 of form / GSA user / Edit mode

IT-Solutions Shop

You are signed in as CSR1 IWAC

IT-Solutions ’

Guide Me = Site Help « Contact Us = Need Assistance « Log Out

BS®All Fields marked with D are required

¥ GSA Analysis

Include all information to justify GSA's contractor

Selected  Jim Contractor

Contractor:
Contract Number: J ‘263-97-0;0313

Contract Type: ¥ | <« Sglect >>

Fair Opportunity 9 ) v.o O No <€

Market Analysis
Saving
Submitted By: CO IWAC at 10/12/2010
Order ID: REQUISITIONO03 Mod: 00 Amendment: 00
ActNumber: . . . . . .
Status:  In-Process If there is an option period indicate Yes and enter the option
Gption Rerlod: ey period length in years. These fields are only displayed on
® No basic orders and are used for reporting purposes.

Contract Number submitted
by contractor and Contract

selection to the client.

r VF'iiesl

If indicated that Fair Opportunity was
properly conducted then a Number of Bids
received field will be displayed and
required.

Properly
Conducted:

Number of Bids: 9 |3

If indicated that Fair Opportunity was not
conducted then Exception and Justification

fields will be displayed and required. 11



In-Process Market Analysis / Bottom 2/2 of form / GSA user / Edit mode

0 —
Current P\I':f:g‘ $894,500.00 (POP From Date 12/01/2010 To 12/23/2010, Delivery Date 12/01/2010)
¥Incremental Funding
Will this order use
Incremental O Yes ® No Inuem‘iﬁg;‘g&:z:"f $694,500.00
Funds? 9
Total Contractor ’7
Proposed Amount: it L
“Fee Calculations
The following fields are used for entire Project order amounts. Task ltems marked "Active” will require Funding Dol |ars Su bform _—
: ;
Task It
== : various task item
Apply a single surcharge rate across all task items? & Yes O No 5% g
e attributes such as:
Active | Type |l | Description | o ComEt | P e New Tasklfem | TypeofCharge | Fee Amount Costto GSA costtoClient | 4
i * “ K ® Decrease * ¢+ b L4 ¢ bt
L]
COM | 0001 | Workstations $500,000.00 ,J $500.000.00| || Surcharge v 5% [ $500,000.00 [ $525,000.00 NeW TaSk Item
s $500,000.00 S - J $25.000.00 Amount
COM | 0002 | Desks $75,000.00 ,TZ]OO $75,000.00| || Surcharge ¥ | ITOO:’ [ $75,000.00 || $78,750.00 »
: - *Type of Charge
) $0.00 - | 5%
COM | 0003 | Chairs $35.500.00 [mm $35,500.00| || Surcharge v m [ $35,500.00 || $37,275.00
Demountable | $0.00 57% are edltable On a.n
COM | 0004 W $234,000.00 $234.000.00| || Surcharge ¥ [ $234.000.00 || $245,700.00
alls : $234,000.00 — [ s11.700.00 3
in-process Market
$0.00 |, - 5% .
LAB | 0005 | Installation $50,000.00| ,m | $50,000.00| || Surcharge v lm [ $50,000.00 || $52,500.00 AnaIySIS
. Click the button to calculate the total amounts
Indicate whether
the Market ~ORDER TOTALS
Analvsis Prior Order Costto GSA:  [50.00 Prior:Otder et il
y Increase/Decrease Order W Increase/Decrease Order W
H Cost to GSA: ks Cost to Client: caa
requires
Total Order Cost to GSA:  [5694,500.00 Total Order Costt0 (5939225 00
approval from
the client \

Client Acceptance Required? J

GSA Comments:

Click Submit to save the Market
Analysis values and proceed with

O Client Acceptance Required

@ Client Acceptance Not Required

The Dollars Subform is

| covered in detail within the
Dollars Subform training
module

tes & Times ‘

Edit

4 PM EDT

either MA approvals or creation of the

Certification of Funds document

'>‘ " Close Without
Submit " Saving ‘

12




If the Market Analysis requires approval (by either

N eXt Ste pS maw GSA Approving Official or Client) then it must be

approved beforg the user can issue a Notice of Award

=
3 S -
| /,I Directed Buy ol \ ‘| |
i " | Create Directed ’ '| Issue Notice of
— BuyinITSS —Award |
S A
‘ Create COI ’ £ R +f b i
in ITSS Iiy;li)::aq equest for Quote AR Directed Buy
?ﬂ lects winning
\ Create RF -
AN LQ 1 contractor on draft ( VA (
: Request for Information Market Analysis ~ p---- Market Analygis Previous N
Create Market W}\’f kflow” Mark Order
Edit BOMSOW / \ lysis in IT55 / , Cnmnm": in ITSS
L No A A A \
in ITSS J a \{Publlsh
in eBuy?2/ & \
A Create RFI XA
: \
Yes

CSR selects

interested

contractors

on BOMSOW

Reject Notice of Sign Notice of Award Order
Yes
P . : | » \/ﬁeject\\ i
& i : NOA? i
System Emails System Emails CO \\ /// System Emaﬂs
. Contractor 2 feed iy v ___ AllParties
I"

2 ‘[ _ ‘ . System emails Client,
= .5 P 4 Winning Contractor,
= nd Losing Contractorss
D System Emails System Emails % Lo

{ ISR
= _
Submit RFI Create Quote Create Quote
L J

All task item details (item no., description, pop/delivery date) are
locked-down as non-editable when a Notice of Award is created. 13



Market Analysis Status Glossary

Status

Draft

In-Process

Quote Selected

Quotes Rejected

GSA
Recommendation
Approving Official
Accepted
Recommendation
Accepted

Recommendation
Rejected

Rejected

Market Analysis has been created but no winning quote has been selected.

A winning quote has been selected, but the GSA Fees and Client Acceptance still need to be
specified.

A winning quote has been selected, GSA Fees have been calculated, and Client
Acceptance/Approving Official Acceptance was not required. Order is ready for the Certification of
Funds or the Market Analysis can be rejected.

‘No Contractor Selected’ option has been selected.

A winning quote has been selected, GSA Fees have been specified, and Approving Official
Acceptance and/or Client Acceptance options have been specified.

A winning quote has been selected, GSA Fees have been specified, and Approving Official
acceptance was required and subsequently approved.

A winning quote has been selected, GSA Fees have been specified, and Client Acceptance was
required. Client (or GSA Rep) accepted the recommendation. The order leg is ready for the
Certification of Funds, or Market Analysis can be rejected.

A winning quote has been selected, GSA Fees have been specified, and Approving Official
acceptance and/or Client Acceptance was required. Either Approving Official or the Client (or the
GSA rep) rejected recommendation. If the Approving Official rejected, then a new Market Analysis
needs to be created from the RFQ to proceed with the order. If the Client rejected, then a new
Request for Quote is necessary since another Market Analysis can no longer be created from the
same RFQ.

Market Analysis has been soft-rejected via the ‘Reject Mkt Analysis’ button on the Market Analysis.
The order was ready for Certification of Funds prior to Rejection. A new Market Analysis can be
created from the existing RFQ.

14



A
G Sb\ U.S. General Services Administration

Federal Acquisition Service

Questions & Support

» For questions regarding IWAC Policy please contact
stephen.gervasi@gsa.gov

» For questions regarding the RBA Market Analysis training
module please contact RBA Technical Support:

* Phone: (877) 243-2889
* Email: helpdesk@gsarba.com

?




